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Professional Work Planning Template

This template is designed to assist you in developing a plan for carrying out your day to day work, and to help you connect your individual (or team)
work to the goals and objectives of your Agency, Department and /or Unit.

In many cases, it will be beneficial to enlist your supervisor’s assistance and guidance in completing this form. If you are unsure of where to find
your Agency, Department or Team Mission/ Vision, goals and objectives please seek the assistance of your supervisor.

We realize that even with an available template, professional work planning may be challenging and encourage supervisors and managers to contact
the staff of The Summit: Center for State Employee Development at any time for assistance through training and on-site consulting with your
organization.

You may reach us at 241-1114; you may also visit us on line at http://www.vermontpersonnel.org/employee/training_catalog.php

We hope you will find this template useful — please contact us with any questions, suggestions or comments.
The Summit Staff
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